Date:
[Company Name]
[Address, City, STATE, Zip]
[Contact]
Re. Asset Release Letter for Nancy Dem

Dear Meghan,
This letter aims to direct you to undertake the responsibility of Nancy Dem’s release of the company’s assets forwarded by her termination. Dem has worked for one year during session 20XX-XX. She has completed her tenure and has been terminated on professional grounds recently. Dem has worked as a regular employee on the designation of Creative Marketing Head.
Due to the sensitivity of her designation, it is important to deal with this termination properly and take up all of the holding assets of the company. I want a reassuring reply from you confirming the progression of this significant task. Kindly contact the HR manager, whom I have already emailed to assist you in their departmental take, and take out the list of the assets that were in the possession of Ms. Dem. After confirming, send her an official email or letter asking her to return the company’s assets. 
I hope you will work on the given task properly and no article will be missed out especially the sensitive documents and SWOT analyzer of the company.
I would acclaim the reporting of this task within three working days. Thank you
Sincerely,
Ralston Mack
Shamim Group of Textiles
GH 045343, California, River Side
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